MINISTRY OF THE ENVIRONMENT AND WATER RESOURCES 



Accounting Officer 
Project Executing Unit 

Job Description 

Job Summary 

The incumbent is required to assist in the preparation of budgets, revenue and expense 
statements, payroll entries, invoices, and other accounting documents. Duties include: 
administering a system for the disbursement of payments; preparing monthly closing and cost 
accounting reports; and assisting in conducting checks and balances to maintain the integrity and 
transparency of all transactions 

Reports To: Financial Specialist 

Supervision Given To: N/A 

Duties and Responsibilities 

• Assists in the processing of payments under the programme, including payroll and 
payments to providers of goods and services, in compliance with JDB and Governmental 
administrative and financial procedures 

• Assists in compiling budgets, revenue, expense and other accounting documents 

• Prepares monthly closing and cost accounting reports 

• Compiles financial information and makes entries to accounts such as the general ledgers 
and documents business transactions 

• Explains billing invoices and accounting policies to staff, vendors and clients 

• Inputs and maintains the financial data and reports for the Programme's computerised 
financial system 

• Keeps a system of checks and balances to maintain the integrity and transparency of all 
transactions 

• Administers a systems for the disbursements of payments 

• Performs the reconciliation of accounts 

• Performs any other related duties 



Knowledge, Skills and Abilities 

• Knowledge of Public Sector and IDB financial requirements 

• Excellent communication skills 

• Must be computer literate with ability to produce reports, graphs, spread sheets and 
presentations 

• Ability to resolves unexpected situations 

• Ability to use tact in divulging sensitive information 

• Ability to be highly motivated, results and detailed oriented individual 

• Must be able to work as a member of a team or independently 

• Ability to build and maintain effective working relationships 

• Ability to handle multiple assignment simultaneously 

Minimum Qualifications and Experience 

• ACCA Level 2 professional qualification or equivalent 

• Minimum of four (4) years experience in the accounting field 

• Experience working in the Public Sector would be an asset 
OR 

• Any equivalent combination of training and experience 



